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Tramsfer of Imprest Aund Accountsbility

e —

1. Beferenmce is made to our telephone conversation of 11 March

1959 regmiing action to be tsken by fncoming end cutgoing Teprest
Fud Caghiers for the tremefer of accountability of imprest funds.

2. 'The trensfer should be mafe aa follows:

{1) Upon advice of designation of the new Imprest Fund
Cashiar, the cutgoing Ingrest Fund Cashier should submit a
statement, to the Disbursing Officer, that the cash on hand
vas tranaferrel to the ineoming lmprest Pund Cashier. The
inconing Isprest Fund Ceshler should, likewise, subait a
statesant, to the Disburming Officer, acknowledging receipt
of the advance. A receipt for the funds transferred phould be
secured by the outgoing Duprest Pund Cashier from the inconmin:
Inprest Fundl Ceshier.

(2) The cutgoing Imprest Purd Cashier should prepare a
voucher in his name for the pald vouchers on
hand which be has not forwarded for redsbursesent and note on
the reidinrsement voucher HMAKE CHECK PAYARLE 70 "RAME" of the
incoming Imprest Fund Cashier.

3. The cash on hend transferred, plus the reimbursement check,
should equal the total imguest fund axthorlzed.

L., A signed copy of ihe ststemepts trsmsferring cash on hand
should be forverded to the Chlef, Piscal Divigion.

5. ‘Traasfer of funds should not be made before designation of
the new Inprest Fund Cashier, nor thovld payments be made from the
fund by & nmsed employce before he is designated as an Imprest Fund

Cashier.
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